VERSATILE BASICS TRAINING

Agenda:

o General Versatile Functions
Creating Files in Versatile
Basic Search for Files/Boxes
Q&A

o O O

From your desktop, double-click the VE icon & wait a few minutes:

GENERAL VERSATILE FEATURES

Signing In — Simultaneous Sign-In (No Log-in Screen)

£ ¥ersatile Enterprise 7.0

File Applications Organization Records Retention  Help

Gearch Imaging
Look For: | Seatch In ~ Files;Boxes;Documents  Find Mow Advanced

Applications

Organization

Records

I

System

Help

3

Data Stream

Check-Out

A

it

Box Request | File Request

s
Space Management

|l Retertion | MOT CORMECTED

e 4 Side Tabs match the drop-downs above
e Look For: this will search at the Box, File and Document levels

e Top Ilcons: Look For, Data Streams and
= Search — will show Boxes and Files and Documents if any

¢ Right click to Open Results in Files or Boxes
e Browse to toggle back to the list of files/boxes
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RECORDS

e [tems:
o Files
o Boxes

o Documents — some do not have this one

I*= Versatile Enterprise 7.0

File Applications Qrganizakion Records Retention  Help

Search Imaging Browser
Records ltems '

Help

d

File Request

®

Data $tream

it

System

Box Request

Check-Out ‘

Exit

oy
Space Management

—_—
=

Label Queue

e -

Documents Process Barcodes

Ietentian | [neT CoMNECTED

Questions?

Versatile Basics - Intro, File Creation, Search 7-15-2011 Page 2



CREATING FILES IN VERSATILE

I’E Files

> | S & = 4 ) -|
== B || 2| B 21
Main l Extended Description ] User Defined ] Documents ] Attachments ]
Descriptive |nformation Flags Search
Recard Ma: - E Barcods: M [~ Label Printed
[ wital Record Update
Compary: |U.S. ERA REGION 10 - Production ﬂ [~ Destiuct Review
: Delete
Departrent: | | J [~ Option Flag 1
Fracord |d: | rem— [ S| File 5td Active :‘v [~ Dption Flag 2 Add
—| | _Ll [ Annual File
L [ Dfficial Copy Clear
v Allow Check Out -
Brevious
o [~ Cloged
Description: = R
] el
- kit
Print Label
General l Lacation ] Additional ] Retention ] Tickler ] Activity ] Ratges ] fptions
Creation: - Media Type: | |< Mone » ﬂ J Spell Check
Event [/ Dispasition: | [< None > = Check Out
Submit; s Subrritted By | | J E=part ‘
Misc: IT Label: | |< Mone » ﬂ J
From: i File: Fioorm; | |« None » =l J
Ta: _ Difice of Record: | | J

Auto Populates:
o Record No
Barcode
Company
File ID
Creation (after you complete the entry and press Add)
Submit: (after you complete the entry and press Add)

O O O O O

Required Fields:
o Department — Use ...
Record ID = Record Series + File ID - Use... to select Record Series
Description: - First 3 lines appear on label
From: enter earliest date of documents
To: enter latest date of documents
Media Type: Paper
Disposition: choose how to destroy or Permanent

O O O O O O
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Recycle

Shred

Shred - witness disposal
Transfer to MCEFI

Submitted By: Choose your name
Label: CRC Standard

File Room: choose where stored
Office of Record: - Use ...

O O O O

Click Add — this will assign the Records Number and the Barcode

Exit out of Files

Questions?
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BASIC SEARCH FOR FILES/BOXES

Click Search or Folder icon on the right-hand side

Files Search Parameters

Carnpary: |< All Companies » ﬂ
Departrnent; | |
Record Serigg; e | o

[ Include All Record Series Levels

Strategies: |< Current YWigw » ﬂ Save Digplay: |Standard ﬂ

Frirnary l Additional ] Flags ] Tickler ] Kewwords ]LlserDefined] Sart Order ]

3

Creatian; Pt Y - | Misc P A -

Event: Pt Y « | From: P A -

Submit: Pt Y -~ To P A -

Media Type: | |< Mone = ﬂ J

Submitted By | | J

File: Foonm; | |< MNone » ﬂ J

[w Active Files [v Inactive Files [ Destroved Filez
[ Set as Default ¢ ] x Cancel | Reset

Standard Search
o Keywords tab
o Enter keywords — see “Searching with Oracle Full-Text” hints

Files Search Parameters le
Strategies: |< Current Wiew » ﬂ Save Diizplay: | Standard -
Priman ] Additional I Flags I Tickler Keywords ] |dzer Defined I Sort Order I
Kewords:
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Advanced Search

Files Search Parameters

X]

Strategies: |< Current Yiew » j % Dizplay: |EEE le=0|
Company / Department Filters
+- .5 ERAREGIOMN 10 - Pradu Kepwords:
Search Filkers
=t Files
+ File State

< |
Result Count; 23344
Add Department -
[ Digplay by Department |d add | Edt | Hemove | Llear Al |
[ Set as Default ¢ ] x Cancel | Reset |
o Company/Department > Add Department
o Keywords — Use “Searching with Oracle Full-Text” hints
o Add - for special fields
o NOTE: Result Count — may give you a clue to whether you’re on the right track
with your search criteria
o OK —to do the search

o Reset —to clear criteria for the next search
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SEARCH FILES — RESULTS

I’= Files

VEE I E S e e ¢ m
Main Extended Description ] Uszer Defined ] Diocuments ] Attachments ]
Dezcriptive |nfarmation Flags . Search
Record Mo: m E Eoeaics ,W E :E b;:;e::‘:::;t;d Update
Company: |U.S. EFAREGION 10 - Praduction j [~ Destruct Review
Department: |41/ (IR J [~ Option Flag 1 ﬂ]
Recordld:  ~[ENFODZO7E. [ORBRISGO000T YR 199 % | .|  Fie Stdinactve | | || DPfenflan2 Add
Fecord Enforcement Action Files - Routine Legal Action Required B Anwal Fle Clear
=
reviaLs
Description:  [BRISTOL 5ILICA & LIMESTONE CO - GOLD HILL, OR B e -
ENF/COMP-1998 § Next
Print Label
General lLocation] Additional | Retention | Tickler | Activity | Fanges | T
Creatior: (042941939 Media Type: |p |F'aper j J Spell Check
Event [T/ Dispostion  [R [Recycle =2 Check Out
Submit  [02/28/1999  Submited By | [ I Expot |
Misc: [/ Labet | |« None » Ei J
From: Im File: Foom: | |< Mone » ﬂ J
To _/_/__ Office of Record: | | J
o Previous or Next buttons
o Browse Files — gives you a list of results and to TOGGLE between views
o Customize Columns - right click
= Remove columns you don’t need
o Sort Order — put columns title above
o Export to Excel File
o Add to Data Stream — select files (use Shift key)
Data Streams Data Streams &
Remove
Diisplay
Load Into Stream
Save From Stream
B Ciose o Diose
= New
» Load Into Stream (you can use default or rename)
o Data Streams — to add selected items for compilation
o Reports — to create a report with the data
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SEARCH BOXES - RESULTS

I7£ Boxes

=&

.

@

& Q| m

\% ﬁ%\aﬂ

Fecord Series: « |F'EHMD2DED |F'ermit Filez - All Others

Ranges

Description:  fwisLLAWALLA DISTRICT PERMIT
CLOSED 10/2001
BOx 20F 2
General ] bddtional | Retertion | Destruction Activity |
Creation: (11 /292001 Subritted By |HKIM |Kim, Hyon-su
Event: B Label Type: | |< Mane > j
Subrit; 11/29,/2001 Disposition: |F| |Hecycle j
Misc: il
From: il
Ta: odibad [~ Label Printed

Ll

M ain Uzer Defined Extended Description ] Files I
Bow [dentifiers Locatior
Biox Mumber. HEE - E Box Type: |FRC STANDARD BOX -l
Acoession NumberW E Record Center: |Federal Fecards Center ﬂ
FRC Location: ’— E
Barcode |D: ’W E
Descriptive Information
Compary: |U.S. EPA REGION 10 - Production =] State: [Inactive =]
Department:  |/EC/wl/ [WETLAMDS

kil

Search
Update

Delete

s

Add
LClear
Frevious
Mext
Itemize Files
Frint Label
DOptionz
Spell Check

Check. Out

o See functions for Files

Note: If you see a Flashlight, you can enter a number and do a “Look-up”

N

Questions?
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